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QIA DEPARTMENT OF HUMAN RESOURCES 
a ~ APPLICATION FOR RECORDS RETENTION SCHEDULE . OFFICE OF AOMINISTRATIVE SERVICES 

RECORDS MANAQEMENT UNIT -.ll-.l~-~-~.--lll~ .-__- ~ .~~_1_1*_____ - ~. - . .. 
For instructions & c b p l e t i n g  %is for&co{ta& bHR dec6id; Mei;agemEnt Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone. (404) 656-4976' GIST: '221-4983 

December 29, 1982 
I___ - 
Application Number 

DHR-82-66 

2. Person to Contact 
- _ _  - -- 

__-.-_.. 
I. GEORGIADEPARTMENT~OF HUMAN RESOURCES-- ARCHIVES AND HISTORY 

Division of Family & Children 
Medical E l i g i b i l i t y  
Room I - 401 State Of f i ce  BuildingM 

.- . .. 

Working Title Telephone Number 

Human Serv ices  ,Technician 656-4350 Robert E. Middleton 
~... . _-.___-____.__ ~- - -.~ 

3. Action Requested 
a. @Eatablirh Retention Schedule; record will mntinue to accumulate. 
b. 0 Dimse of present accumulation; no further accumulation anticipated. 
c. OAmend Applicetion No. -___ .~~ Check Onn: 0 Change; 0 Suprcede; 0 Void ___ -_ 

4. Oeteaof Series 6. Remrds Sarias Title IYolloWsd by title uad in offke; if dii7amnt) 

. .  __~  ~- -. 

Earliest ' . Latest . I 
1969 l c o n t i n u i n g  Pub l i c  Assis tance Client Medical E l i g i b i l i t y  Open Cese Fi les  

6. Divisioc-Gd Office Function Whet is  the function of the Divlsion Ad the Office in which thi: w d  aeries i: meted? 

The Divis ion of Family and Children Services ,  through t h e  leadersh ip  of t h e  Direc tor ,  is 
respons ib le  f o r  adminis te r ing ,  superv is ing ,  &d regu la t ing  services t o  ind igent  c h i l d r e n ,  
a d u l t s ,  and f ami l i e s ,  .State-wide; 
Health 6 Human Serv ices  concerning t h e  s t a t u s  of t h e  S ta t e  Soc ia l  Se'rvice Plan and f o r  
c l e a r i n g  po l i cy  quest ions;  
so lve  problems . -  a f f e c t i n g  t h e  ape ra t ion  'of ~ i h e  Divis ion.  

The Nedical E l i g i b i l i t y  Determina t ionSect ion  has  t h e  r e s p o n s i b i l i t y  f o r  determining t h e  
medical e l i g i b i l i t y  of f ami l i e s  and ind iv idua ls  f o r  income maintenance and medical 
a s s i s t ance .  

f o r  s 'erving as l i a i s o n  wi th  t h e  Regional Office of 

a n d ' f o r  working wi th  o t h e r  DHR Off ices  and Divis ions t o  re- . .  - 
.. ... _- 

- - - 
: ,* - __.._ ~. -~ ~ ~~ ~~~ 

7. Records Series Description Thm fils on_taiis the following docfients lindud.form numbennd tit&$, if any): Attach aamplesof the file. 
. .- ~- 

. .  
' -  . - . ~. 

Dowmentr&mngm: determinjng c l i e n t .  medical .. e l i g i b i l i t y  f o r  medical a s s i s t a n c e  only and 

hiudndare: forms --~ 187 (permanent   and Tctal  D i s a b i l i t y  Determination) shows case  qame and 
number (code-serial-symbol) ; Medical Reviewer's REport as t o  ,whether o r  no t  e g i g i b l e ,  
s o c i a l  s tudy inadequate,  j o i n t  conference needed, comments; S t a t e  Consultant Physi- 

~' . c lan ' s  Report a s  t o  whether o r  n o t  e l i g i b l e ,  impairment permanent o r  no t  medically de- 
monstrable; - J o i n t -  Conference Report - comments, d a t e s ,  s igna tu res  of S o c i a l  Worker anc 
Ph~Cic iar i~ ' -Review of Medical Social 'Reviewer and S t a t e  Physician Reports,  whether 
e l i g i b l e  o r  i n e l i g i b l e  and b a s i s  f o r  determinat ion and comments. DBP/ASP 181-1-2. (new 
number 188) (Socia l  Data Report) shows c l i en t ' s  name, address ,  case number, sex, race, 
kfr thd$te ,  marital s t a t u s ;  cu r ren t  assistance and bene f i t s , -  p resent  cond i t ions . ( l i v ing  

, .- incapaci ty .  ~ _.:= -- - 
.. ~ 

FI aarnnge . . .  -~! 
a lphabe t i ca l ly  6y last name of c l i e n t .  . ,  

~~~ 

~. 
~I -- I___- 

8. Monthly Raferenca Ram How often ere recorda mferred to w n i h  are: 
0 :  ; T h i m n  to twenty-four months old , * 0 One to six months old - : %mmtwelvemonthsuM 

-_ .. .- -. - ' *frequent r e fe rence  during eva lua t ion  twentvfiw months and older 0 

approximately 9. Annual Rate of Accumulation or Records (present 

Lawr-rize drawnra .- : Legel-size drawer: &&(gecity/ 20 cu. f t .  



X - 
X - 

X - 

. .  
NO __ 
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X 
--I 

X 
. ..~ 

X . __ 
X - 

X 
X - 

a. 1s thh the ofticia: mpv of ths ser:asl 
If not. whom Is I t 7  

0. When one or twa documents in the fi le m k e  It wcet66~ to lnsp the'enrim f i le for I lo~g prikd, a u l d  these documena 

f. I? the information a n t a i d  In t h i s  *ria ever published7 if ves,~atWh copy. 

9. Is,+ informatiqn conteind in mic wriea ewr ansivzmd and/or r e ~ ~ j e d  in i summarized w o r t 7  

h. I s  there i duplicnion of this mrles in your office, or In mother offici M spency? 

. .  
be tchedulad separately7 ... ~~ ~. 

l _ ~  -I__1___ 

~ .. .~ .- ~ _ _  .- ., . . ~  __ ~ ~- - . .- ~- 

- ~.~ __.l_.l--__l -__~-_--_-__---~ If yar, attach cow. - -- 

Ifv-.*e? p.oGLqnsp-in respective county o f f i c e s  ~ ~ ~~ ~ ~~ ~ .~ ______ 
1. I s  this ar ies lor. m i o r  mrtion of it1 reGulariv microfilmed7 

1. Retention RIquimmenta The following requires the wles to lm kept: 

a. Stat. Law _L_ - Vlart. 

b. Slstuta of limitation wars. 
c. Fsdenlbw YEWS. 

d. Auditperlcd -----Y.arr. 

f. Federal retention lnmuctlom --m 
B. Adminimotive nsed - --wn. 35 

-- . - .  
t p r e sen t ,  records  i n  t h i s  series- t h e  information shown concerning t h e  c l i e n t  (who is 
3y be destroyed only upon death 
E c l i e n t  -- P u b l i c  Laws'92-603 

eva lua ted  as permanently e l i g i b l e  f o r  medical as- 
s i s t a n c e )  i s  needed f o r  a lone  time i n  event aues t ions  - . . -  - ... . . , .. ,. . __ and 93-66 ~~~ ~ ~ - ~ . s h o u l h a r i s e _ c a n c e r . ~ ~ ~ ~ - ~ ~ ~  ~~ 

2. Approved Diposhion ln8tructlons ~ This agency recommends that the flie a r i a s  be cut off at the end of mh: 

haC.lsndar Year; OFlrcsl Ylar; OOthsr- ~ ~ ~~ ~. -2' __ then, 
ATransfer f i l e  
- 
,- ~~~~ ~~~~~ ~ 

0 Hold in tho current f i lesam -2 . month(s) -.-- t r ans  0 Transfer to~ocalhoidlnparer:~hold - wrld;than ! fer to state .Records Center: hold 32Xears 
0 Tdnsfer to Sute Remrdr Center; hold - 
0 Tnntfer to State Archivas for wrmanent retantion. 

Cut o f f  f i i e  a t  end of each ca lendar  yea r ;  
hold i n  c u r r e n t  f i l e s  area one yea r ;  

, .  ywr(r);then . . .  1 then. d e s t r o y .  . .  0 mstrov I 
~ Notes:  ' Dur ing' the 3 5 ~ y ~ a s ~ h o l d i n g ' b r r l o d ;  the uni t  Wi l l '  ca l l  
~ 

' ~ back records for those client8 who die tir who are evalu8ted 
s : as no lonasr i l inlble for  DUbllC easlstance. and will 01.m t h e  

5 Other I .Wci f~)  
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Beginning January 1, 1983, ! in the "Public Assistance Client Medical Elialbll l tv Closed C8so 
1 ' Films." 

j 
1 

.~ 
~~ 

cu t  i f f  f i l e  as follows: 
' A t  end of the 36-year holding period. thn un i t  must ver i fv  

that al l  cam file$ h a m  been closed based on inel lg lb l l l ty 'qr  Central Medical ____ E l i g i b i l i t y  Office. 
7. e a t h  of cllent, pr ior t o  destruction of racords. Horoc~o~~~s- . .  

I ,  ; may be destroyed !?ti( t h i s  verlfic-ation he! k e n  sprnpl.eJ& 
Upon determinat ion t h a t  c l i e n t  i s  

p lace  a l l  papers f o r  t h a t  ' p a r t i c u l a r  .' 
c l i e n t  i n  ' t h e  t r a n s f e r   file. 

-~ - ~~~ .~ 
' i--- ~ ~~~~- I~ 

' . e l i g i b l e  f o r  mbdical~ a s s i s t a n c e ;  : ' .  ,. 
j .  

County O f f i c e d  
. . .  

Fsmily and Children Seiuices 
, 

- 
.~ .~ 

: . Place dl papers for  aach cllent In the Client's file: then , 
follow the disposition euidslinas given for c l ien t  records In .. . .. 

-Th.PinmuCtion$applytoaIi prbrmdfutumlfeumulationsof the8orl6Z the Family & Children's Services Procedures Manual .  
.L ' - 


